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"WHAT Is EXTENSION?" 


"The story is told of the ohinoss poet, Wang Wei, who lived 
4,000 years ago and who, upon being asked, 'What is the most worth- 
whe thing in lifev' replied: 


'T am old. 
Nothing interests me now, 
Moreover, I am not very intelligent, 
And my ideas 
Have never traveled farther than ay. feet. 
I know only my forest 
‘To which I always come back. 
You ask me, 
What is the supreme Naan nose here below? 
It is listening to the song of a little girl, 
As she goes on down the road te 
After having asked me the way.! 
“What is agricultural Extension? It is an educational 
organization that sends rural men, women, and youth singing 
down the road of life because it carries to them knowledge 
and helps them to develop their farms, their homes, their 
children, their institutions, and themselves. Sending rural 
“people on down the road singing is the spirit and Ma heart. 
of Extension. It is what scam coat Extension is," 
- C. B, Smith, Collaborator 
Cooperative “Extension Work 
U. S. Department of Agriculture 


Each of about ‘pe 000 secretaries in 1 County Necboneion 
offices” throughout the United States has an important job. 
to do as her share in the Extension program. ‘It-is.up to 
/ each one of you to manage the county office effectively so 
that the cooperative Extension Service can be of the greatest 
help to the a1; 245,573 farmers and rural nonfarm people whom 
we serve. 


z 


This Heeaeote has been ropered to help make your 
work easier. It ig a combination of the varied experiences 
of county secretaries, such as yourself, who have learned 
from erppEionce, easier and simpler ways of doing their 
work, We hope you will use these suggestions in your daily 
Job and pass on to us ideas which you feel would be ee 
to other Pauper Extension secretaries. 


M. ‘L, Wilson 
Director Os Extension Work 
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Care Ok, the Mimeograph Machine 
one sici11 As a Typist 
Organized Work Place > 
Care of Our Typewriter 
Both Accuracy and Speed in Pypowriting 
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INTRODUCTION 


ay The Agvicultural Extension Service is an educational service ANCES help 
ae, rural people with’ their farm and home problems. It is a cooperative organiza 
_' tion, sponsored and financed by Federal, state, county», and sometimes local 
Mee funds. ae ate | ei aha 


u: The Smith-Lever Act of ye that created the Extension Service 
: ae: ‘ ? 
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“That Lh eens Extension work shall consist of the giving 
.. of instruction and practical demonstrations in agriculture. and 
cag home economics to persons not attending or resident in said: 
: colleges of the several communities, and imparting to such — 
persons information on said Bunsen te ‘through field demonstra-. 
tions, publications, and otherwise; and this work shall be. 
1 NOE A a carried on in such a manner as may ae mutually agreed upon 
py the Secretary of Agriculture and the State Agricultural 
Re eS college or pas ees Hecony ime. the benefits of this Act. i 


” 


One of the best A eB aint ote: of what Cooperative Extension is has poen 
given to us by Dr. C. B. Smith, formerly Assistant Director of Federal — 
Ke Extension. It gives us a good feeling about all the help we can ‘be to 
farmers as well as city people because agriculture touches covery ‘person ishauh 
the United States and its territories as well as people in _ foreign countries. 
oe find aie on | the aia cover of this handbook. : 


1 


1 Section 2, Smith Lover Act, 1914 


OFFICE HOSTESS 
The County Secretary Has An Important Job 


The agents have a big job to do-as representatives of farm people, the 
College of Agriculture and the Federal Cooperative Extension Service. Because 
they have such a variety of jobs to do -- assisting farmcrs and farm families 
with programs they have helped develop, planning and conducting demonstrations, 
and planning and taking part in community activitios -- tho time which they 
have available to spend in the office is very limited. That's why the 
‘secretary's job becomes doubly important. She is the office manager. The 
secretary is usually the “Girl Friday” to tho County Agricultural Agent, the 
Home Demonstration Agent, and the 4-H Club Agent, It is her responsibility te 
assist the agents by skillful management of the office. 


The County Extension office is the place where the agricultural 
scientists and the government meet the farm people. The farmer's impression 
of the county office and its staff is his impression of the efficiency of 
the Extension program and to some extent, the Governmont, The skill with 
which the County Extension secretary greets callers, the skill with which she 
manages the officc, furnishes help and. information when the agents are out; 
and the ability which she demonstrates in carrying out suggestions and requests 
of Extension personnel mark her either as an efficient or incffecient office 
manager. 


Keeping Regular Office Hours 


The County Extension office keeps regular hours so that farmers or 
rural people who come. into town for special help may be sure they will find the 
office open. We know, for instance, how disappointing it is to plan on 
shopping at a particular store and find it is closed when it was open at that 
time last week. After this has happened several times, we soon give up trying 
to buy what that store has to scll. Industrial companics whose job is rendering 
service usually operate to suit the convenicnce of their customers. The 
County office is a place of business which servos the farmer, so we keep hours 
which will be convenicont to him and not to ourselves. Both the farmer and his 
family are busy all day and it may be that their only chance to discuss their 
problems with the agents is in the evening. For this reason, the County Agent 
and Home Demonstration Agent frequently have evening meetings which keep them 
working until 10 or 11 o'clock at night. This takes their time which would 
ordinarily be spent at home so they may not be able to come into the office 
until later in the morning. Or they may make an carly morning call in the 
county before they come into the office, The understanding and efficient 
secretary realizes this and voluntarily assumes tho responsibility of opening 
the office at a definitely specificd time and keeping regular office hours. 


® Throughout this handbook, the title “secretary” is used. But it does 
include those women whose title is “County Extension Clerk." The terminology 
varies throughout the country, but the dutics aro similar in many respects. 


Ce ee 


Meeting tho Public 
A eisorral smile, a pleasing mannor, appropriate: dress, ae, aS 

of helpfulness go a long way toward winning the confidence | on visitors: and 6: 
couraging them to come again when they need help. A county ‘Extension “secre 
is the office hostess; .she makes callers feel welcome. We want to help cal. 
as wo would like to be helped. A person calling at. the office for the. firs i. 
Nh amo 18 usually rather shy or strange and hesitates to ask what he really | 
wants. As the "office hostess," wo Will usually show our interest in) the’ 
caller by looking up immediately from: our work and greeting him with a "How. vs 
do: you do?" or “Is there something I can do for you?" This lets him know that 
we belong in the office and want to help him, . Extension offices usually keep 

- @ record of the namo and request of every office caller. For this, the dail; 
office record sheet is kept. If we are unable to help the. caller, this. sheet 
can be used by the agents in following up and getting the information wanted, 
Por as. & PEC OR nor the information He nage given out. nor 


he Learn ‘to Know Tose Who. Visit the Office 


" Many pocrobarien take pride in eae Hote to greet. nee by name. 
One secretary who did not know all the farm families in the community kept.a — 
county map on the counter and marked in callers' names in the proper farm a ea 
After a time, she knew their names and where Pee farms were located, 
puilt good-will because the farmers knew that the county hacia folks wore” 
interested in them. 


. if you have difficulty remembering names, try to associate: the name. cae a 
with some characteristic cf the person. It isa help to the agents 4f you can 
announce the. caller py name and, if possible, tell them what the caller wants. 
‘If the office is a busy cone; it ‘might be necessary for the. caller to wait h 
here to sce the Sa In that Seve ane will Bags much faster and the call 


or Te euieare magazines are handy for him to road while waiting. 


Knowing the Agents! Schedules. 7 aa, so ecane , a 


Mooi agents make it a practice hh "pe in the office at least tw ae 
eae week, Some may spend time in the office each. day. In any case, agG is good 
management to, know where they are at any time during the regular’ office hours» 
and when they will be in the office in’ ‘case someone needs to reach them. oie 
weekly staff mecting will give us a start on completing their schedules but 
these soe Nena should be kopt up-to-date cach ak matt me hee 


pee WS. are ae to tell them where he is. - Probably. i neue to see ea vig 
away and a4 phone call might bring him back aoe the callor's ‘Perm... = 


The secretary is Somer ans expocted to schedule the agents’ appoin 

_ for the times when they will be in tho office. Those appointments. should be 
written in on their desk calendars as well as on our own so they know bef 
whom they are to sco. This is especially helpful when materials need to be 
collected before the appointment. 


Giving Out Information 


When the agents are out and we can give tho caller the help he needs, by 
ala means, we should do it. This will save the agents' time for more difficult 
requests. By learning as mich about Extension work as possible, we will be able 
to satisfy many of the requests of office callers. One good rule in giving 
information is to be positive that it is correct and that the agents would want 
it given out. Then, give tho information in the most helpful way possible. If 
we are not sure of the information requested by a caller, we'll get all the 
particulars on what he wants for the agent to take care of when he comes in. 


. One very efficient secretary in Georgia kmew that a prescription which 

appeared in a cortain bulletin would be very popular. Sho made up quite a few 
copies of this prescription and kept them handy in the bulletin folder. Most 

farmers felt this was a real servico as they only needed the prescription and 

not the entire bulletin. 


If the agents are out when we leave the office in the evening, leave on 
their desks the messages of people who want information or want to sco them. 
Many times they will want to check on these mossages before going home or in the 
evoni ng before a mecting. : 


Meetings 


Most of the group educational work of Extonsion agents is done through 
meetings, tours, and conferences. We will very often have to be able to answer 
questions about these mectings -- When is it? Where is it? How long will it 
last? What's it about? How do I get there? Who's going to speak? It may. 
seem hard at first to have to know all this, but the rural people expect us to 
be able to answer all these questions. 


Keeping Calls Brief and Businesslike 


Some people have a tendency to stay on in an office and visit after they 
have secured the help they came for. We like to be friendly with them but when 
they keep us from work which must be done, we must discourage visiting. One 
secretary in a Georgia ee office, When asked the question which oo 
begins .a conversation -- "How are you today?" answered in this way, "Well, I 
don't know today -- I haven't had time to think about myself -- I've been so 
pusy!". The visitor then knew she had plenty of work to do and didn't have time 
to just visit. : 


We can help the agents avoid unnecessary interruptions and overlong calls 
by tactfully handling persons who want to monopolize their time. An under- 
standing with the agents about how we can help them with this problem will make 
us feel absolutely sure we are following their wishes in this matter. This 
understanding will keep us from assuming too much responsibility. 


- Weekly Staff Meeting 


reports to be made or anything that must be done. | Then, © each one knows wha 


our Desk Calendar ne A! VON 


depended on it more than any one thing to help her get work out on time and to 
remembér the 101 things which she as a secretary was supposed to do. This 


ourselves. If. we are assigned work by all the agents, we should plan our wo % 
-go we can do as much as Bed abe for each one of them- -- Aa our tim i 


_ beginning of the week that a circular letter is to go out to a certain mailir 


het id tiie whenever we have a few Scat minutes. 


. In well- uma ral ee offiaee: ‘thé: agents, assistanta,. el cee 
secretary, get together one morning a week to plan the work to be done tha 
They outline their plans, such as meetings, trips, circular ‘letters GO. go 


AY 


to expect that week and can plan in advance when it should be done. of course, 
in these times when everything can happen, plans should, be flexible.; It is a 
good idea for,the secretary to type a list or sisi of these work plans for 
use during the week. . peak < 


One county Poe tae pete. hee desk calendar was her pest friend. ~ She 


secretary had formed the habit (and it's a good onc) of making notes on her _ 
desk calendar ae things she cee do for days, weeks, and even montns ahead. Ns 
It served. as a “memory jogger" for her. Her hoss always wondered how she coulé 
have such a good memory. 


plan work which we will ipsrrenig ais and jot it down on our desk. sai cansee Tn 
this way we can allot time for each thing to be done, setting deadlines for 4 


fairly. 


va 


Doing Work Ahead of Schedule 
Probably the boone have gaid at the beginning of the meee or oe tae 


list. We know then what lists need to be addressed and can type a few enve 


Since circular letters must Nave the | henner privilege ibbtechond pe 
top, we may be able to,mimeograph the heading ahead of timc. This will save _ 
time when we are ready to cut the stencil for -the letter. Tt's a wise plan 
keep these lists up to date so they will not have to be checked nen a cire 
letter is ready for mailing. 


Ng 


‘Several secretaries have found it helpful to eoow a sad list of name - 
and addresses of nay whom the vee contact or sheiat alin most be en 


addresses. 


as a 


) 


a eho BEAR 


fee in the ee we use ‘regularly can: be prepared with carbons and all kept 


n the Ee. place, which might be our desk. 


re by 


*OFFIOEEESDING" 
A smooth-running ‘ef fice aeponae ae. a Bass enone. m the zi 
its furniture, equipment, supplies, and ate: -general Me at SO} callers. 
Time spent in arranging the office and organizing its ot will. ean both tk 
agents and us in satisfaction. and results. ah ; hie eres tats 


Advantages of an Orderly Office 


of. formality. Very tew offices are so Sie es eee but. some > give u 
a similar impression. They look neat and well kept-up and make us feel at home 
and sure that the porsons in that office are yeaa to help us and are’ officie 
‘in every way. 


we want by ene a few of the' tricks which some ee use. 


Walls and windows. Walls should be. eee of dues of - ante posters, catedee 
cartoons, and handbills and anything clse that would make the room look 
cluttered. If possible, hang new posters neatly and take them dcwn ag © 
‘goon as they are out of date. A window sill is a poor placo to stack 
publications, materials, etc. or to run soil tests. Dirty windows or © 
cluttered window sills don't look efficient. Talk over with the ager 
the possibility of finding a convenient and systematic way of handling 
and filing all secord-class mail which we sometimes find ourselves Regt 
stacking either in windows or on top or Liles. 


Furniture and equipment. Many County Extension secretaries wie ona 
the importance of a neat, wdll-kept office, dust and wax the furniture 
an and desks when thoy have any free time. Besides making it look more. 
ENS. attractive, it protects the finish of furniture and makes it easier 1 
clean. Broken furniture, desks or chairs should be kept in the store 
froom or out-of sight until they can be repaired or disposed feng . 


Storage. Extra copies of bulletins, surplus supplics, and iteher eee 
Should be kept out of sight in cupboards or cabinets. The top of wank 
cases is a poor place to stack HERA or and 4; fire hazard: 1s it hap 
Toibe- old papers: ie . 


aT | shelf of the cabinet. One secretary learned the hard way when a bot Lo 
: “jof-ink on the: top shelf Pipped over and broke. ae don't have to gucss 
Re ys what ip acted P 


Store paper in its original packages until used to keep it from get 
dirty or dog-eared. Old forms or supplies which are no longer used 
necded should be turned back to the State office in case they are 
in other counties. deg tae the siaenecih: watt age Us na Wee we 
more easily. : 


_ Keep related things together’ --. envelopes, en paper and telegraph 
blanks -~ near the supply of various ‘kinds of paper; pens, erasers, 
clips, rubber bands; notebooks and scratch pads; filing supplics, etc, 
This will save time when ofc apie is needed ina hurry. 


Make the best use of stoneee space available. Keep init only materials, 
furniture, or supplies which are used and will be used. It will be 
easier i check on eee that are running low if -they are kept in 
neat order... 


Opening the Office 


Most secretaries are in the’ office a few minutes early in the morning 
to open the windows and air out the rooms, turn on the lights, and to dust the 
desks and straighten the -agents' desks before they get in. The agents. probably 
worked late the night before and may have appointments the first thing in the 
morning. Remove work, which has been completed and arrange the rest in order 
on their, desks so that the most important things will be taken care of first. 
Our office should be as clean and neat as our own homes; sometimes this is just 
a matter of letting the janitor know what our standards arc. 


Office Arrangemcnt 


We arrange our offices in age to take the best advantage-of the space 
available, to get-the best light for our work, to have a convenient place to 
receive office callers and to make our offices look attractive and efficient. 


Before deciding to rearrange the office, it would be well to make a 
diagram of the office as it ig now laid out to show where we do certain kinds 
of work. Then ask ourselves the following questions to see if our work places 
are properly laid out: (1) Would the work flow more easily and quickly if the 
office equipment and desks were rearrangcd? (2) Are the desks and other 
equipment arranged to avoid unnecessary steps? (3) Is it often necessary to 
deave the work place to go after information, equipment, or materials? If so, 
could such material be made more accessible? (4) Could files and other 
receptacles be labeled or indexed better to make the work easier and to prevent 
errors? (5) is available space being used to best advantage? 


Before doing any rearranging, also consider the following principles of 
good office nae gala or lay-out: 


(1) Employees should not face the light. It is better to have one's 
back to the light or have light over the left or right shoulder. 


(2) Desks should all be as close to natural light as possible. For 
very close work or when cutting stencils where daylight is not bright enough, 
use a desk lamp with a daylight bulb if possible. Poor light strains the eyes 
and makes a person tired quicker. 


(3) Desks should usually face the same direction, 


(4) Agents should be located where persons calling on them can talk 
without being overheard or disturbing others in the office. There should be a 
' free aisle from the waiting chairs to the agents' desks, so visitors won't have 
to walk around through the office. 
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pate ‘Here. ithe yt eee their files close seat 
is handy. to all visitors and there are plenty of chairs so that fouls 4 may 
their turn to seo the agents. Both the County Agent and. the Home Demon 
Agent have semi-private offices: Thore is a storeroom where the mimeograp 
machine is kept, with cupboards for supplies and extra, CO} ics of pemphicts, 
eee for. a ante equipment. (2 hs Ms: PAE ea Ue 
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MATL 


The Extension secretary is responsible for Sele: mail, incoming and out-- 
going. We open all letters except those marked “personal” and see that they are 
_ placed on the desk of the person to whom they are addressed. 


Sorting Mail 


It is our responsibility too, to arrange the letters for easy reading by 
unfolding them and attaching all enclosures. Wo attach, also, any previous 
correspondence which would be helpful to the agents when they prepare the reply. 
First-class mail can casily be overlooked if we do not separate it from other 
mail. We might put first-class mail in one basket on tno agents' desks with 
the most important letters on top and letters on like subjects grouped together. 
Other mail, such as bulletins, pamphlets, and reference material could be placed 
in another basket on the agents' desks for review when the agents have a chance. 


Following-up 


_ Our responsibility for mail does not end when we have placed an incoming 
letter in the agent's basket. It is up to us to see that that letter receives 
attention and that a reply goes out as soon as possible to the person who 
wrote the letter. Mail from the State office is probably in mimeograph form 
_gince it goes to so many agents but still should be placed with first-class 
mail so it will receive the agents! immediate attention. 


Answering Routine Mail 


Secretaries who become thoroughly familiar with the routine work of the 
office can easily answer routine lotters themselves, such as requests for 
circular letters, bulletins, dates of meetings, etc. Some offices have mimeo- 
graphed form transmittal letters so that a special letter doesn't have to be 
typed cach time. Maybe we can talk it over with the agents to see what letters 
would be routine that we can handle ourselves to relieve them of unnecessary 
detail. 


We may even know enough about the county work to prepare rough drafts of 
letters for the agents to revise. Besides giving us good experience, we may be 
able to save the agents' time for taking care of more difficult letters. 


Acknowledging Lotters 


If the agents are away from the office for scveral days, we can acknowledge 
letters that come in and tell the writer that they will reply to the letter when 
they return. This will let the writer know that his letter has reached its. 
destination and that it will get the agent's porsonal attention. 


Taking Dictation 


{ 


LA Lot Of ‘time and waste motion can bo saved ae a . time ¢ 
_ the dictation each day and “af the: necessary tools are. ‘ready. Becaus: 
varied activities of the office, a time cannot ‘always be’ sot, but ee. ‘te Sat 
ae desirable. The following suggestions may be helpful: | aN eh wae: 


Before dictation | i Ben, sek 
QQ) Have notebook, with plonty of clean pages, sean ne ee ay 


(2) Hold nod pages together with a chee band. ACN oO Oa 


(3) Take several Sea oe pencils,. Cerne, a red pencil, or br Wolds 
jfitiéd fountain Den with you when ae Bechd dictation. 


Taking the dictation 7 


ree Date your dictation before you begin. 


+ 


Bet oie. (2) git Hoi the pone Mor On the desk aide: fonagie his preference). 
Allow yourself cnough room to rest your arm on a ‘devel surface, nar knee. is. 
poor resting ae for a shorthand same biee y me 


3 


(3) To acquire speed, phrase : as much: as possible. 


\¥ é 


AM) Avoid distracting the Agent's ettontion when he pensos: to > think. 
(5) Be ready to read back the last sontence or persarenh. | 


aie (6) Circle with a red pencil the but tines you are not sure Hope Then ye 
can ask about them before Jeaving vie Agent's Fito ee : 


' (7) Write special instructions, changes , or notations in roa pencil SO. 
they can't be missed. a) 


Transcribing the dae vey eee 


es 
Ae Stand your notebook < or PFOp it up so it will- PS easier. to Bot 


11) ES ARR a (3) Guage the eaeah of ae Letter by the number of pages: dictated. 

si (Use the average one-page lictter, single or double- spaced to nicasure the. 
ie OL dictated ‘pages needed to fill it. The sizo and spacing of your shorthand Ne 
outlines and the width of tho lettor margin determines this for you. Once - ti 
re determined, you will always be able to measure the length of your lette 


Me) (4) Read the dictation through once and make your own punctuation 4 
markings, if not already marked, to make the meaning clear before Eyeiyey 
Particularly note the instructions you wrote in red. i 


\- 


: {5) Type the letter in rough draft only if it seems to be particularly 
difficult or if you feel very uncertain about it. Then the Agent can make any 
changes. necessary before it is finally typed. 


(6) Check over the typed letter for typographical errors, correct names, 
misspelling, etc. Of course, we are careful in typing to make neat erasures 
and to avoid smudges, since the completed letter is a picture of us as 
efficient secretaries.. 


(7) Assemble the letter, enclosures and envelope so it will be oasy for 
the Agent to review and sign. 


(8) Draw a line through the dictation when you have finished. 
Correcting Letters 


So many times we feel that we would like to change-a letter which has 

‘been dictated to make it clearer or to correct the grammar. Most Agents take 
it for granted that their secretaries will do this and they are glad to have 
them do so. It is very difficult for anyone dictating a letter to get it 
absolutely perfect when he is concentrating on the ideas rather than on the 
form. It is much easier to make changes when one can see the words on paper. 
Since we share responsibility with the Agents for getting out good letters, 
correct in detail and appearance, letters that will be representatives of the 
County Extension office, we will want to talk over with the Agents just how far 
we should go in carrying out this responsibility. A 


Composing Letters 


The Agents will appreciate any help we can give them with their letters. 
They may tell us in a few words what they'd like to say and then tell us to 
“put it in your own words." If so, we will "write as we'd like to be written 
to." If we put ourselves in the place of the person receiving our letter, we'll 
write courteously, make sure the information is clear, and avoid irritating 
words and phrases. Avoid big words that would not be familiar to the person 
receiving our letter. Simple, familiar words and short sentences will make our 
letters casier to read and understand. Above all, we must be enthusiastic -- 
show our interest in the person we are writing to. Our enthusiasm will keep us 
from negative words and thoughts. In return, the person receiving our letter 
will be enthusiastic. 


A letter is a substitute for a personal interview, so we write as we 
would talk face to face with someone calling in the office for information. To 
be sure we answer all questions and give the information that is needed, it helps 
to keep in mind the purpose of tho letter and make a brief outline of what we 
are going to say. The first point in our outline should be the most important 
thing we want to say and the other points should fall in logical order. The 
outline will keep us from rambling or dragging our letters. out. 


We should make the action which we want the farmer to take casy for him. 


If we present more than one course of action, he will become confused and may 
not take any action. 
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“ir the etter eee | ae B wily ueualy require a secor 
It is said that one out of every ten second lotter ro not havo to bo 
had the. first one been ee rereen a cant ; NH ake 


Bofore: sey tho Agents to sign letters we have ‘written, 4b is 80 

to read them over as though we were receiving them. If they aren't clear. or 

- if we're not entirely satisfied, we'll write them over. We want to fulfill 
our duties’as public servants and make friends LOxr: the Extension Service, 


3, a8 at 


Getting Letters in the Mail 


fa, We want our letters: to go out promptly and our ce ees want me Se) tiem 
promptly. Wetll want to learn the mail schedule so we can get letters: read 
_ gigned in time to get out promptly. There may be certain classes of. Jetierd.7 
ae that the Agents will want us “i eign and mail - -- we'll want . Ao make sure whic 
- those are.. : a ony 


Mig elanel ats: eda are not in the: office, we'll eee letters to be signed on 
their desks, ready to be placed in. deuepon so they may mail them if they com 
into the office later in the evening. But we must be sure the letters are as 

we want them to go out, with every detail correct and enclosures | attached... 


\ 


The Penalty pei aiteies ae : \ a ays ant me 


Cooperative Extension employees have the right to use the Fedoral pénal 
se privilege for sending official mail without postage stamps because they are 
es employees of the ot tease of ar na . ital 


may | Our State Extension Se can ‘answer our AN about the use OE 

has privilege. Specific rulings and regulations have been set up ‘for us by the \ 
ss Post Office Department, These rulings and regulations are contained in a printoc 
circular issued by the Post Office Department, entiticd "Information Concer 

the Use of the Penalty Privilege by Cooperative Extengion Employees of the | 
United States Department of Agriculture.” Copies of this circular have peon Wek 
furnished all cooperative Extension employees. -From time to. time wo obtai 
the Post Office Department interpretations: of these rules as they apply ie 

-  gpecific cases presented, and these interpretations are forwarded to all Stat 
sy egret secretaries should familiarize themselves with all this material. OE 


Mailing ci G ck rs ye eae ‘ iy Nae ‘i | rs Re a aa - 


ey cys We are “urged to keep mailing lists UP | TO. DATE, “Local postmsters yld 
assist us in every way possible in doing this. We should | give special attenti 
ey correctness Baek Le enieclinsagal a For example, recently a caer number 


"Jones Mees”, Ngibe Tok ote. 
out correct.in every way. 


TELEPHONE TECHNIQUE 
Mochanical Use of Telephone 


Because the telephone has such a narrow tone range, it takes all the 
natural tone quality out of the human voice and makes it sound dull and color- 
less. This makes it necessary for us to speak more distinctly and to exaggerate 
the inflection of our voice to make it sound interesting and pleasant. 


We should notice where we hold the mouthpiece when speaking into the 
phone. It should be directly in front of our mouth, nearly touching our nose 
so that our voice carries into the transmitter rather than over it. We speak 
in a natural tone of voice -- not too loudly or too softly. . 


Most people are amazed when told that the carpiece carries sound ag well 
as the mouthpiece. Most of us try to shut off sound by covering both the 
mouthpiece and the earpiece with our hands. The telephone is so sensitive that 
it can pick up these sounds regardless. 


The telephone picks up sound doubly well if it is held against a person's 
chest or body. The chest acts as a sounding board and these vibrations carry 
as though we were speaking directly into the phone. 


Telephone Habits 


Hach one of us, whether we are an Agent, a secretary or clerk, is a 
representative of the cooperative Extension Service. The impression made by 
each one of us in one telephone call may become the caller's total impression 
of the Service as a whole. Let's check ourselves on the following questions to 
see how near we come to having good telephone technique. 


DO I REGULARLY: 
Promptness 


Answer before the second ring? 

Give messages to the Agents promptly so that calls Peat Woe mis. 
their absence will be returned? 

Keep pencil and paper handy by the phone for notes? 


Identification 
Answer by identifying the office, not by “hello"? 
Courtesy 
Help the caller get the information he wants without a second call? 
Avoid such abrupt phrases as “Who's calling?" 
Use such polite phrases as "Please," “Thank you," “I'm sorry," 


or “May 1 tell-him-who's calling?" 


Definitely close calls with "Goodbye," or a similar phrase? 


eu yc 


LOSER Ae i MES oe Ma rae Ve NUMA EE) 
- Sound interested, awake, helpful, friendly, pleas 


_ Speak distinctly so as to be clearly understoor 
_ Sound like a membor of a human’ and businoss1ike 


3, 


> ¥ ‘ { 


I ‘ o f c \ Srate tere ow AD eae 


ho) Te We ean answer "yos" to every question, our technique in using | ho 
lephone is an advantage to the organization in which we work. af 
answer “no" in any case, let's see what we can ado to be able to say 
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. > FILING 


Filing is the systematic arrangement of a collection of letters, papers, 
or documents to provide for their orderly maintenance and to insure ready 
reference to the material. In many cases, a uniform filing system has been 
worked out for the State. If a uniform system of filing has been designed for 
our uso, wo should study it thoroughly and follow it exactly. However, if it 
igs necessary to design a new filing system or revise the one we have, the 
material should be thoroughly reviewed before adopting a new method. 


Filing material is usually made up of (1) incoming and outgoing mail and 
telegrams covering various phases of the activities of our organization; (2) dare 
_ formation concerning certain subjects or projects connected with our work, such 
as articles, reference copies of circular letters, rescarch reports, photographs, 
news clippings, price lists, or memoranda; (3) circulars, bulletins, and other 
material such as leaflets, blue prints, charts, etc. We may find we wili have 
to set up three kinds of files -- an Alphabetical Correspondence File, a Project 
File, and a Bulletin Vile. 


Correspondence Files 


An alphabetical correspondence file is usually recommended for letters, - 

telegrams, otc., because 1t 18 tho easiest to use. When wo kmow most of the 
people with whom we correspond, we can easily find the letter we want by 
looking for it by the person's name or firm name. We set up a folder for each 
letter of the alphabet. If we have more than about 8 letters from one person 
or one firm, it is a good idea to set up a separate folder for those letters, , 
labeling it by the person's name.. For example: 


ae «ts 


[ae 
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| | | 
Correspondence with the State Office or correspondence relating to the 
operation of our office can be separated in a section marked either “Adminis- 
tration" or "State Extension Office." Folders under this section might be 
labeled "Director," “State Leader," “District Agent," and "Specialists." 


The carbon copy of the letter we write should be stapled on top of the 
letter replied to Cit any) or written on the back of the letter. The letter of 
the alphabet or the name under which the letter is to be filed should be under- 
lined on the letter -- Adams Manufacturing Company, or Dale Company. This will 
insure refiling in the proper place whenever the letter is removed from the file 
for reference purposes. 
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If we havo a letter which contains caren waren we: might need on : 
certain project, a cross-reference sheot should be filled out and filed nder 
. project go we'll know where to locate - the letter. A cross-reference she 
shows the name of the person yal early the letter, address, date of letter, 
1a; prief summary of what ioe about. Following is ao example ye one ‘ind o 
_ eross-refer rence sheet. z b 
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CROSS REFERENCE SHEET — 


> 


DATE: 


4 


| CROSS INDEX: 


3 TO: 
FROM: - 


SUMMARY: 


Reader's file. We may find it thane in addition to the original and 
file copy, to make one colored copy of every letter to keep in a folder on our 
desk. These would not be filed alphabetically, but filed by date in this” 
folder. Place each copy on top so the most recent date will be at the top of 
the pack. The letters can be counted cach month for the statistical report 
and are handy for the Agents to use in reviewing work accomplished, people 
-eontacted, and for writing reports. It's also a good idea to keep in this 
folder one copy of everything that is mimeographed. Mark on that copy the 
number mimeographed and the mailing list (if a circular letter) to which it was 
sent. 


Project File 


Our project file will contain information concerning subjects or projects 
connected with our work -- articles, circular letters, lists, research reports, 
memoranda, newspaper clippings, etc. We will probably study the material 
carefully to see what projects are involved and then use the project titles as 
headings for the various folders. These folders will be arranged in a geen: bical 
order, probably in the following manner: 


County Agent's. file Home Dcomonstration Agent's file 
Agricultural Conservation Clothing and Textiles 
Animal Husbandry Foods and Nutrition 
Entomology and Plant Patholdey Health | 
Forestry Home Furnishings 


Home Management 


If we handle a lot of material we can group related material under main 
subject or project headings, such as: | 


County Agent's file Home Demonstration Agent's file 
Agricultural Conservation Clothing and Textiles 
) Accessories 
Animal Husbandry Care and: repair of cosine 
. Best cattie. 2 Children's clothing 
) Hogs Color 
Horses Construction 
Livestock diseascs Design 
Waol 
Foods and Nutrition 
Entomology and Plant Diane Community meals 
ne Beckeeping Consumer cducation 
Injurious insects Food preparation 


Food preservation 
Forestry 
Health 
‘Care of sick 
4 Dental care 
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ene roa aye: can use nue cre or tho main subject 
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The nuhaeet or porcinee Nondines -under which material - is .to be filea 
pe placed on the material by writing, at the time of filing, the appropriate 
subject heading in the upper left corner of the material. Within the Toldem var 
the material should be arranged chronologically by date, with the newest > aay 
material at the top of the fees 

If we file clippings or articles, they should be either stapled or 
Slee to a letter-size sheet of paper so they can't be sear eat LESVery ame. 

i 

Photographs usually require careful hada go We ny want to sot up a 
special file drawer for them. We can keep them in envelopes and Tile them by — 
ithe projects they illustrate. Or we can paste one copy of each prints in ay, 
 gerapbook, numbering each in the order in which it is added; then, we can file 
ey the extra copies and nogatives in envelopes to correspond with the number in 
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Be ee File 

Bulletins and cirenlars may be filed by the subject matter in sihddot 
poraseal However, they should be kept in a file drawer separate from other © 
material. If bulletins are numbered, it is often desirable to file them by © 
number. One secretary in Ohio assigns an office number to each publication a 

then files the publications by numbers assigned. She then prepares a card 
file by subject. On cach card, she has a list of every publication under th 
‘subject and by referring: ‘to ane card, she can quickly and ee eas the 
nuniber of the publication and find it in the file drawer. a 
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ee clearing the Files 


bye going AB them thoroughly at tenet once a pean. Until: wo are very, 
he familiar with Extension work, we'll ees with the per ave before | throwing © 
i material fron ae of the files. 

/ 

Correspondence Ses a gonorally save all correspondence, 


ad in Diesen 
new material. 
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Project files. Some project folders we carry forward from year to year. 
Other projects that may be discontinued should be filed in the permanent file. 
We always save annual reports, monthly reports, lists, legal papers, expense 
accounts, etc. Special campaign material which adds to historical value of 
Extension in the county should be placed in the permanent file. 


4-H Club stories should be kept at least a year. Stories of those who 
may later enroll in leadership work or qualify for special awards should be 
kept indefinitely until we are sure they will not be needed. 


Bulletin files. Our bulletin file should be kept up to date and should 
be checked frequently. Some bulletins may become old in date but still contain 
useful information which we may need. By pulling out those which we think are 
out of date and checking with the Agents before discarding them, we will be 
sure we are throwing out only material which is no longer useful. Of course, 
eur master file of bulletins which the Agents use for reference, should contain 
one copy of every publication which has ever been issued. 


a: ae 


nee | $o5) SRECORDS AND REPORTS’) 00 | co 


In some County Extension offices, secretaries ere depended on to ; 
compile first drafts of monthly and annual, statistical reports. In alloffice 
they keep some records on which such reports are based. We secretaries can 
save time for ourselves and the Agents by learning to keep accurate records of 
items to be included in the reports. ©" >.< th ‘ 2 

Our attitude towards records and reports will be; influenced by what we 
know of the purpose they are intended to serve. Sometimes Extension workers — 
have the attitude that if worth-while work has been done, that work should)" 
speak for itself. But no piece of Extension work is really completed until 
the accomplishment has been checked and. adequately recorded in the reports on 
file in the Extension office. | a ea | es 


Before we begin to outline our report, we want to determine what its 

purpose is, for whom it ts intended, and how it is to be used. In the case of 

our monthly and annual narrative reports, and in fact, statistical reports too, 

we know they are written to furnish the people of the county and the Stateri.. 

_.. Director of Extension with information about the progress and plans for the yiiae 

Extension program. It is used by the Director in coordinating the various 

county programs and will give nim and the State staff the information they need 
to give more assistance to each County Agent. Ae i St 


hol f The Director uses the county annual report as a basis for the annual 
report which he furnishes to the Federal Extension Service in Washington and to 
the Governor and State Legislature. A copy, too, of the county annual report — 
goes to the Federal Extension Service. The chief value of reports is that they. 
_ are an inventory of the past year's efforts and accomplishments and so enable ~ 
the workers to plan more offectively for the coming year. 


Records on Which Reports Are Based 


Facts are the building materials of our reports. The monthly and annual 

- gtatistical reports and, to a certain extent the narrative reports, depend on 

about nine types of records for the facta reported. Here these nine records 

are described for us by the Division of Field Studies and Training of the 
Federal Extension Service: j 


(1) Records of farm and home visits, meetings, and travel expenses. 
«One of the most difficult and important record problems faced by Extension 
i workers is that of making adequate notes of service rendered and progress made. 

in connection with farm and home visits, conferences with jocal leaders, 
meetings, and similar field activitics. Tho most popular way of collecting su 
information is in the field diary. The field diary provides space for recording 

day-to-day official expenses incurred; the names of farmers , farm homemakers , 

boys and girls called upon, together with the information given; meetings held — 
: and attendance; requests for information; and miscellancous notes. The dia ies” 
are kopt by the Agents but the figures from them are summarized by the secrctar, 


Ry 


and are entered into the monthly statistical report. © Se 
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(2) Office calls, ear sononee calls, bulletins, and letters. The growing 
“importance of the county office of the GoopOLAtATe Extension Service ag the 
county center for all activities relating to agriculture and rural homes makes 
necessary some simple, yet adequate, plan for recording office activities. A. 
daily office record sheet is used by the office staff in tallying phone calls, 
bulletins distributed, letters written, and office calls. Where county agri- — 
cultural and home fomeue tron agents or club agents are employed, it will, 
of course, be necessary to keep a separate daily office record for each. 


(3) Follow-up file. To provide adequately for the orderly handling of 
requests for service and other desirable follow-up action growing out of 


contacts made in connestion with field and office activities, a follow-up or 


tickler file is a helpful device in every Extension office. Such a file may be 
ak x 6-inch card file with guides arranged by months and subguides for the days 
of the current month. Or we may find our desk calendar pads the handiest to 
use. 

i The individual record and follow- -up slips for matters requiring Pirther 
action, which have been filled out in connection with farm or home visits and 
contacts at- meetings by the Extension Agent, or in connection with telephone 
calls, office calls, or letters by the office secretary, are filed in accordance 
with the follow-up date noted on the slip. 


Each morning the office secretary takes out the follow-up slips accumu- 
lated for that day, attends to such matters as she can, and brings others to the 
attention of the Extension agent concerned. If still further follow-up is 
desirable, a new follow-up date is entered and the slip refiled in the follow-up 
file box. When all necessary follow-up action has been completed, follow-up 
slip goes to the project file if the information on it is of value in that 
connection; or if the slip is of no further use, it is destroyed. 


a En eddie on to insuring that unfinished business will again come up for 
attention at the proper date, the follow-up file relieves the busy agent of 
responsibility for keeping mii iee promises constantly in mind. 


(4) 4-H Club membership application. The application card or form for 
4-H Club membership provides essential information as to age, school attendance ,. 
farm background, previous club experience, and signature of approval of the 
prospective member's parent or guardian. From these application cards the _ 
secretary or a local leader compiles the 4-H enrollment summary described below. 


(5) Enrollment summary. The enrollment summary has a place for name of 
club, date organized, names of leader and assistant leader, number of members 
and Sens of homes represented, the names of the club officers followed by 
names of the other members, and the personal data for each taken from the 


‘application form. The local leader or secretary summarizes the membership 


according to years in club work and age, listing boys and girls separately. At 
the end of the year, a copy of the club enrollment summary may be returned by 
the secretary to the local leader to enter information regarding project 
activities completed, or if not completod, probable reasons, and other essential 
information regarding activities pendent by the club during the year, 


ey ae 


(6) Permanent record of 4-H Club member, In 
4-H Club work in the Extension program, itis de ie 

office have an alphabetical file record of every individual, club 1 

will furnish succeeding Extension workers with tho’ ossontial information r 
garding cach individual's participation in club work. Tho permanent record 
card. calls for name, address, location, date of birth, and name of parent or — 
guardian, together with summary information regarding the project work carried 
on each year as a club member. The back of the card provides for listing Dao a 
years the outstanding achievements, offices held,: and special awards. .Such a 
permenent record fide makes it possible to check quickly the eligibility of 
individuals for consideration in connection with various State, regional, and 
national 4-H Club competitions.. It is by far tho most essential recor i 


ad required 
in 4-H Club work. | Bart's 


i (7) Membership records of cooperating individuals or organizations, It — 
i) )' 46 frequently desirable for the county ixtension orifice to maintain a record 
. file of the membership in the County Extension association or the organization 
of rural people recognized. by State law as the official county body cooperat: 
in the conduct of Extension work. The office secrotary keops a record of thi 
membership in a dairy-herd improvement association or similar service BYOuUDE. wie 
set up to promote some phase of the Extension program and enrollment in ee 
special-interest home economics groups or clubs. ION a 


(8) Changes in farm and home practices, In addition to the above 

- records, some States require Agents to keep a record of the changes made in. 
farm and home practices, which, result from Extension activities. Where such — 
records are used it is the responsibility of the secretary to summarize them 
for the annual report. = Rave: } We 


(9) Financial records. Special forms for keeping the financial recor 
and for making financial reports are used in the various States and counties. 
- Material pertaining to financial records -- such as budgets, expense accounts, 
_ bills to be paid and receipts for bills paid -- are the responsibility of 
Extension secretaries. Great care must be taken that such records are accura 
sand adequate. { agit aan ie 
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Getting Ready for the Annual Narrative Report 


PO oe We can save. both: the Agents' time and our own by following the practice — 

of a county secretary in Ohio. She made an extra copy of each monthly narrati 
A report she typed. She cut this report apart and pasted each project ona 
ny sheet of paper to show the progress month by month for. each.project, . The  «. 


"sheet looked like this: 


\ MARKETING. . | 
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February - --- - oc - 7 terror 7 
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- At the end of the year when the Agents were ready to dictate the annual 
report, they had each project on a separate page and could use parts from each 
monthly report to sum up the project. This saved a lot of time since formerly 
they had to thumb through cach month's report to get the progress on a particu- 
lar project. This method saved the secretary time because the Agents had 
everything before them and could go right on with the dictation and not lose 
time. searching through the ménthly reports. 


While we secretaries may never be called on to write the monthly or 
annual report for the county, our understanding of the fundamental principles 
of good reporting will ensure a more satisfactory report. 


~The same principles apply to the writing of narrative reports of all 
Extension workers. A good narrative annual report enables the reader to obtain 
’ a comprehensive picture of: 


Tigi) What was attempted -- the program as outlined at the beginning of 
the year 
(2) How the work was carried on -- the teaching methods employed 


(3) The cooperation obtained from other Extension workers, rural people, 
commercial interests, and other public agencies 
(4) Definite accomplishments, supported by objective evidence 
(5) Significance of the year's progress and accomplishments in terms 
of better agriculture, better homemaking, improved boys and girls, better 
rural living, etc. 
(6) How next year's work can be strengthened and improved in light of 
the current year's experience. . 


Organizing the Material 


ea 


Facts are the building materials of our report. They should be accurate 
and complete and should be organized into such a logical sequence that they pro- 
duce the desired response expected of the report, The skill with which the 
outline is prepared into main or subheadings often determines whether we have an 
attractive, useful structure or a mass of disorganized rubble. 
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Writing the Report 


ae To be easily understood and to be interesting, reports should be written 
‘in language appropriate to the subject and reader. Avoid the use of technical 

words that might not be entirely familiar. Use short sentences and paragraphs 
9 to show the sequence of ideas. 


Displaying Main Parts of the Report 
oe é Headings are a way of calling attention to parts of a report.. They show 
the break or sequence of ideas. However, use them sparingly so they won't make 


the report seem choppy or disjointed. Make good use of tables, charts, pictures 
or other visual aids to présent facts in an easily understood or digested form. 
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ee coy If you. | ie a great many SgNeauaat otters or announcements to eu 
a short time, yet have Le dkany digcavered the- ‘simplest Woy. to fold,' 
seal them. 
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(1) Pick up about 15 copies. of the ghoet . pea 
(2) Crease all sheets at one time anda turn face down at your right hand 
| (3) Prepare a stack of envelopes by ar Be their fieps and place. ue m 
face down at your left hani a} 
(hy a. “Pick up a sheet with right hand - the far Gane fold 
b. Pick up envelope with left hand 
(65) Insert sheet in envelope bending Leet: fold uncer ag ane it. 


: (6) Place stuffed envelope face down with flap open and moneay et un 
all. circulars are stuffed , 


ae STUFFED 
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@ Then fan. envelopes with flaps tonether: in order to. dampen sae wot 


(8) Run a wet sponge across all the Pape with one upward motion, hol 
the Sap from slipping with the left hand Hi ny 
(9) Pick up each envelope from bottom with right hand and place it in led 
hand with ‘the sealed edge turned downward in Nea hand, pinching» to seal tightly: 


ints : z ate ti all 


Enclosing several sheets. Assembling the sheets which go into a 2 or 4 
page circular usually takes extra time unless we follow a method as simple as 
this one: 


(1) Take a small piece of cardboard, about 7"x3" and fold it into 4 equal 
parts. Use scotch tape to fasten it to your desk or table in the following 
manner: 


mal 
aa 
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(2) Place a pack of each sheet of the circular against the sloping part 
of the cardboard: 


| | | 
| eee | 
ey Bee ce 


(3) Place a rubber finger on your right thumb and middle finger to help 
you pick up the sheets easily. Pick the sheets up with one motion by sliding 
them toward each other. With another motion, slide them into the envelope which 
your left hand is holding open. Seal as shown in the first example. 


BO 


_ MIMBOGRAPHING. 
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‘How to Type on Minera Stoncil Bieste: 


Gay ‘Prepare the typewriter by shifting the ribbon out - of printing posi 
Clean the type thoroughly with a wire bristle brush. (If cleaning fluid is use 
allow it to dry’ thoroughly so it will not injure the stencil sheet.) Repeat — 

this cleaning occasionally during the typing of the stencil. 7 a 


(2) Plan your copy according to Sidenrac directions included in each box 
of stencil SoS Bocu copy within the res white limitation lines. 


(3) Insert a cushion sheet smoothly petween the stencil snaat and backi 
Hold the combined sheets together at the bottom, and insert them into the type- 
writer with the backing sheet next to the platen. Avoid wrinkling. Straighten 
the stencil sheet in the typewriter, py NAc: 


(4) Type SLOWLY, using a staccato touch. Strike with a Mttle. aie: 

; force those characters having a large printing surface, such as M, W, and ae 
with less force those having a smaller printing surface, CMe iO ene the. 
sh punctuation marks. 


(5) Make corrections CAREFULLY. correct each character sevarately, even 

if there are several successive errors. (a) Rub each letter gently with the 

| round end of the burnisher (or a paper clip), using a circular motion: (b) Apply 
Be ei oe ‘thin but complete coating of correction fluid over each error with a single — 


vertical stroke of the brush. (c¢c) Use a normal or a slightly lighter touch in 
retypijesthe correction. ‘) sf San iS 


6) Ronove cushion sheet as soon as stencil is typed. 


ce : (7) Proofread the stencil to detect errors. 


‘Tllustrations and Lettering 


Re PG RO OEE Ee help of an illuminated drawing board (Mimeoscope) it is easy to. 
CRY. reproduce: line drawings, hand lettering, and ruled forms, especially when. letter 
: ee doa he and screen plates are used. 4 


(a) Make a complete dummy which can be traced. If typing and illustra. 
tions are used on the stencil, do the typing first. In tracing the illustrat: 
or lettering, cover the typed portion with a sheet of paper to keep ise ne 
being injured. — 


\ 
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(2) Place the dummy drawing between the glass of the Mimeoscope and the | 
“flexible writing plate, making sure that it is in the correct position. Fas’ 
Ae at to the glass: of the Mimeoscope with Sr aRon tape. 


near the ie of tne aes plate. Hook the stencil stub over the four ue 
Carefully draw the stencil sheet down smoothly over hace icc plate and ff 
uy ae Hebe Waki’ the cas . OA ee 
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(4) Trace the outlinos of your illustration with the wire-loop stylus. 
The lines should be just as clean as your typing. Various styli are available 
for making lines that are broad or thin, solid or broken. 


(5). Line drawings can be made much more effective by shading parts of them 


with screen plates. Each screen plate has a raised pattern. Place the screen 


directly under the stencil on the Mimeoscope (the T-square can be used to hold 
it in place) and burnish over stencil with a screen surfacing stylus. 

(6) Anyone can produce professional-looking hand lettering by using 
lettering guides. Simply follow the openings in the guide with the stylus de- . 
signed for this work, but be certain to plan your lettering first so that the 
spacing looks even. 


(7) Correct any errors by burnishing the error with a circular motion, 
but raise the stencil from the writing plate before applying correction fluid. 
Allow to dry, replace on plate and make correction, 


(8) Proofread the stencil to detect errors. 


Running Copies 


(1) Remove the cylinder cover, unlock the cylinder, and remove the 
protective cover. 


(2) Unhook the ink pad and agitate it; replace it and re-ink if necessary. 


(3) Place the stencil on the cylinder with the “button-holes" over the 
four hooks at the top. Place the stencil over the cylinder, smoothing the 
edges with your hand, and lock the end of the stencil under the stencil end 
clamp. If using a short stencil, place a piece of paper over the lower end of 


the cylinder, allowing the stencil to overlap one inch. 


(4) "Comb" the impression paper and place it in position on the feed. table. 


_ (5) Feed the impression paper (either by hand or electrically, depending 
on the model duplicator you have). For certain kinds of work, slip-sheeting is 
advisable. This is done by placing a piece of strawboard or scrap paper by hand | 
between the copies as they are stacked in the receiving tray. Some machines do 
this automatically. ; 


(6) Remove the copies carefully. Let them dry for a few minutes before 
Jogging them into position. 


(7) Remove the stencil from the cylinder. 


(8) Place a protective cover on the cylinder; lock it at "Stop Here" 
position;- release the crank and cover tho machine. 


Care of the Mimcograph Machine 


. Keep the duplicating machine clean, free of dust, dirt, grime. Use 
soft cloths and cleansing benzine, or kerosene. One caution; keep all cleansing 


fluids away from the rubber parts of the duplicator -- otherwise these parts may 
become swollen. ° 
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a and water. 
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The a) line is the: life Te of your aaTeabonn Koop 4 
lubricated. Oil all bearings and other places where friction occurs, with a 
eect medium-weight ote Eee a et 


Ay 


ae of the day etree work ata 
30 days -- or oftener if the machine is used sp ahaa ot 


ve ‘The. 'counter"” or recorder on a number of models of the duplicator can t 
a ae set vie) turn off the paper feed automatically at the end of a run. Cut down or 

“overruns.” Produce .only the exact number of copies you need... Run: only one 
. “test copy" for positioning -- make the second copy through the machine a p 
eh ey and the start of sine run. eae points help save paper -- ink, - 


ee Bante the Ae ae with care. Make mechanical adjustments carefu! 
) ‘not. roughly. If your duplicator has an electric motor drive, change the spe 
ay Oe the ae Cer AC motor only when it is running, a ey 


"Gang up" the row ae it's practicable -- running aa Dae See ae 
mele one time, letter-size’ and legal- -size materials at other times. This saves 
paper making adjustments. . 


Saleen ae Cover the machine when it is not in use -- and be sure it.has been 
ata a to bed" when you leave the Bethee at night. | i 


Eero, Stfice Pace are warmed to daytime room temperature epee ote 
the: day's work on them. Use office appliances only after the room reaches a 
65° temperature -- or other recommended temperatures -- and you should have 

no trouble. MEO e ie anaes 


OUR SKILL AS TYPISTS : et onal 


Werte Weal like to do our work with the least amount of energy or euernion 
necessary. Let's see what a champion typist has found necessary to make his 
work easier. 


Organized Work Place 


Many of us may know the details of our own jobs, know the parts of our 
typewriter, know how to set up good-looking letters, know how to set up tables, 
know how to throw the carriage properly -- but so seldom do we consider 
combining all those skills into a combination of operations and learning to 
improve each one in sequence so that the entire operation will be easy to do. 
Let's analyze our job as a typist. and see what enters into that entire job,. and 
‘gee that it is adjusted to us individually. First, there's the placement or ~ 
arrangement of our supplies and equipment -- copyholder, stencils, correction. 
fluid, erasers, eraser shield, pencils, dictionary, etc. Are these supplies 
handy -- within easy reach? Is our equipment properly adjusted to fit us so that 
we can work comfortably and easily? 


Let's check the position of material we are copying. Can it be read 
easily with the minimum of eyestrain? It's much easier to read material that is 
raised to a slant than that which is flat on our desk. Most offices are provided 
with copyholders. If we have none, placing a book or some object under the copy 
will raise it to a slanting position. If possible, we will place it on the 
side of the typewriter opposite from the carriage lever. In this way, we will 
not break our line of vision each time we return the typewriter carriage. 


Wooden copyholders, such as this one, are helpful and/ cant be. gasily ihade- 
by someone who is handy with a saw and hammer, 


Where do we keep our paper and carbon? Can we leave our desk drawer open 
so it's always within easy reach of our hands as we make up a carbon pack? Do 

we keep a small supply of stencils in ovr desk, so we don't need to walk over to 
a _that corner cabinet each time we must type a stencil? Is the correction fluid. 
Yy _ din our desk next to the stencils? Are erasers, pencils, and eraser shieldg ina 
Rn handy tray in our desk? Where is the dictionary found when there's a word to 
. look up?’ Can we pick it up without standing up and stretching across the desk? 


Now that we've got our desk properly arranged, let's eliminate unnecessary 

at movements by lifting our carbon pack and carrying it to our machine with: one 
E movement. Tap it just once to even the paper, and drop it between the platen and 

paper table. Isn't that easy? Actually, we've picked up the pack of paper, 
carried it to the machine, dropped it into the paper table, given the platen knob 
one spin, and come right down to position on the keys with one circular motion. 
A skilled typist makes this one operation instead of several. Cutting our move- 
ments to those involving the least motion can be applied to all our jobs. 
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ee care we give our typewriter: to keep ae i (e) 
wil Seana the ease with which we work, Only abe the type is. pt cles 
the ribbon checked frequently will it produce good-looking work. If it i 
treated | asa tool for making our work easier, wé will find the results 
Here. ae a few suggestions for its protection, besides the » “Daily and. Wi Ly 
oo cg included in Easier Typing, the Peete t at the back of ae handbook. fs 


Biase’ 


. (1) Keep the typewriter out. of the sun -- sun eventually nelite and. 
cs destroys rubber Parts. 


i) If it has been in a cola room all nthe, wait until the room eheae ra 


ae has gone up to oo before Pe Tui oie oil iis hee ff and ae h de? 
to perks when cold. 


cat (3) ee the carriage each time ‘hehore,’ closing it Ja meOy the desl - -- W 
Los want to ‘Keep it from getting oaneee or bent. Mf i et Bees Sas Iie 


; CU Letts not rest our arms or "head over the typewr! ter - hairpins are 
“often the cause of PANES cies 


(5) Before calling & repairman, check to see that every. part of the typ 
writer is in its proper operating poel bron: -- collided margin stops can: tock 
pee watkee *- 80 Can a ribbon which - 8 threaded eps chub 


{ geile s ‘fF leek we 


eM a) 3 ae call a Si auntie to fix some trouble peroret it becomes worse 
oo ‘es stiten yy n time. saves nine" . 


“Both . Accuracy: a Sneed in Typewriting . Me SO oF 
ae f 


Pie eras the belief of éxperts that Speed in typewriting is ‘reached only - y 
_ forgetting our fear of making errors. Most typists can type iri years wi 
ae ‘raising their own spced. This is usually the result of slow, 
ead going slow erongt SO as not to make errors. 


The dri ‘gentences on the reverse ols 
speed in typing. Hach day, type one or two of = ie meas Ons a and over 
EOs regard monverrors Ft wild require a little ' ‘pushing" in order to. spee 
a Start with the shortest sentence and continue typing it over until you can 
UG perfectly several times. Hach day, take one or two new sentences . for 
eGo wid find that after a certain time of pushing yourself sie sag speed -- a 
pay any attention to the number ‘OP errors you make -- the speed you Baye, 
attained will stay with you and the crv rors “will oe rease. u 


ere) 


ven ‘These sentences are a good way to limber up fingers at the beginr 


the day, just ag athletes find 4% peter ue strotch one aes, oe and down 
_ Limer themselves, Fang ak . tne 58 
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SAMPLE SPEED SPURT DRILL 
sontence 
It is simple to write these small words. 
What one is means more than what one has, 
One must just learn to walk past failures. 
it is well to think and to do as: well as we can. 
The surest way to break a bad habit is to drop it. 
If you try but fail, try again and again until you win, 
How can one hope to get a good mark if he does poor work? 
This is what I want to do--to get rid of jerks in typing. 
There is more to learning to type than moving the fingers, 
You. can do your work without fear if you know how to do it. 
Wealth is made un of those things that are owned by people. 
We are judged by how we look just as well as by how we act. 
A thing worth having is worth the work one takes to get it. 
It is right to have speed; but I must work for control, too. 
The way in which we work and what we do make us what We are. 
IT must know by my own check when the work is right or wrong. 
The first clement of success is the determination to succeed. 
It is in my attitude toward each day's work that I must excel. 
No price is too dear to pay for perfection in any kind of work. 
In small matters men show themselves as they really are--small, 
Through your daily work, you can make your future what you will. 
If you are slow but steady, you can win the race; keep on trying. 
That man is worthless who does not stake everything on his honor. 
Do what you can and do it as well as you can; that brings success. 
Even if you get little pay for what you do, give your best efforts. 
dust doing nothing will not get you anywhere; get busy at something. 
The sum of wisdom is that time that is devoted to work is never lost. 
~ told them not to make so much work for you to do at this first show, 
If there were no hard things to do, there would be no joy in our work. 
It is what we think anc what we do that makes us the men we want to be. 
Rate yourself on the wirole of your work and not on just one phase of it. 
The world makes way fol the man who says that he knows he can make good. 
I must learn to see whet I type--to see the meaning as well as the words. 
If I want to get ahead in the world, I must do all the work as well as I can. 
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Words per minute 
for 10 seconds 
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ae drill for bublding epee in ‘typowriting je the a. 
 icdsron icine, Papedeeghi |imoavessiriiye 
Paes heel Been ele Eee oats aie aa camtmonoa acne acs o) oe 


‘Type ane ‘ag fast as es Soyeunl times cach Novae before beginning ; : 
typing work and you will notice how it helps to rata Up fingers. — 
the home row drill several times: 


eae ene SeSdict Janfjainia- sldkt jaht jakelo seldkf jehtjakela: sldkf Jghfjakala; 


Se estes sldkfjghf jdkela; aha jebtiekgia ele 


eo eaten) ; lkjhefasasdfeh jk); lc jhefdsasdfah jel: lkjhefdsasdfghjk1; 
NReOe ek asdfghjk1; ar Inet isonet ea dic; 1kjhefdsasdfghjkl; lkjhef oaabdingcrsten 


-Sotting Up a Dei Plan 

. ‘First of all, check your typing position before attempting any kind of 
drill work. For we can only improve our typing technique if we have the proper 
typing position: Are you sure your typewriter's high enough? Is your chair) ~ 
giving you the proper support for your back? .Are you sitting close enough to 
your typewriter so that you need to use only finger motion? Let's eliminate 
we “unnecessary motion in the arms and shoulders. Check the way you throw the 
—  —-s carriage. Does your arm make a triangular motion: Tees eg when returni raf 
ate ‘the carriage, or’ do you take advantage of the time WW oe the carriage j 
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‘traveling by. its own power after you have given it a push to bring your left 
i hand down to the eae we be ready to type the nest word, using a continu 
i circular motion? ee Ue ie 
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ade: Now that we He the correct typing position, we are , ready to take: a 
Uae few ear in this order: 
anit i Home row drill 
Hoe sae Alphabet drill 

3 A | Speed spurt drills 


et This will take us about five minutes each mornirf& but we'll be all set for ¢ 
worl the rest of the day. Typing really should be fun! 


Let's. keep our strokes eve 2n; they should have rhythm. Don't put mo 
energy than necessary into each stroke. Remember, a standard typewriter r 
only about one pound of energy for each stroke; a noiseless; 4-7 ounces -~ é 
you using more than you need? © Bass 
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OUR SKILL IN WRITING AND TRANSCRIBING SHORTHAND ° 
Writing phowtuana 


Skill in both writing and transcribing comes from constant practice and 
use. One good way to practice shorthand while not actually writing it is to 
think in terms of shorthand outlines. That sounds hard, doesn't it? But with - 
Just a little concentration on it at first, you will soon be doing it unconscious. 
ly. For instance, as you're reading this sentence, try to picture these words 
as you would write them in shorthand. Actually picturing shorthand outlines 
in your mind will make you so familiar with them, that when you begin writing, 
they will come with no Sant 


Of course, there are a few pointers which will help to make the writing 
of shorthand easier: 


(1) Allow yourself plenty of room for elbow spread when writing short- 
hand. You will be able to make much better outlines and as a result, you will 
have better success transcribing. 


(2) If possible, use a pen for writing -- it is much more permanent than 
pencil if notes must. be saved for future reference. 

(3) Check yourself to see that you! re not pinching your pen or pencil -- 
you are if your hand or arm gets tense or tired after writing just a short 
while -- this slows you down so that you soon begin drawing outlines, rather 
than writing them freely. . 


(i) Phrase as mach. as possible and master brief formg. You can make 
your own abbreviations of words which you use. often or which are peculiar to 
your work. : 


(5) Keep a notebook of words which you have difficulty writing -- maybe 
it's the word you wrote in longhand -- find the correct shor ethand outline in a 
shorthand dictionary and practice it for future use. 

(6) To build speed, get someone to dictate to you, and force yourself to 
write faster than usual. If. you write one more word every three seconds, you 
will have increased your speed 20 words a minute. 


Transcribing Shorthand 


So many of us find that we can write shorthand at about 80-100 words a 
minute but when we come to transcribing it, we slow down to about 15 words a 
minute. . There may be soveral reasons for tate (1) That we are not writing good 
Outlines in the first place; (2) That we let our notes ‘get "cold" before trans- 
cribing them; (3) That we don't write an outline the same way twice; or (4) That 
we just need practice in reading shorthand. 
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eens we wrens ag we oe tne eis Tf an botiee ee created 
a distinct impression in our mind, we will write it only one wey, aa it 
: Pelee ponte. Fo tibeh . 3 . 


Verariapie shortndad: Bint material you can find for ours 15 minutes each day a 
_ Following is a.sample of shorthand plate material, Check yourself with the 
ee after aaine G's 


-THE PLANTING COMES FIRST 
Lag ; (From the "Friendly Adventurer") * 


‘ 1.3, ee > | v7 ieee 
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* From the November, 1944, Gregg Writer 


Rese Bh “When Spring comes Stearid pione year, I find myself eaniring ce aet poe 
: Palins: Their yards are rainbows of color. I look at my dull, drab yard end — 
-.. wish that I too had tulips growing there. Of course, wishing he help ate 
se My yard is bare of tulips because I failed to plant bulbs in the fall. : 
spring, though, the story will be different. 
- sary step and planted the bulbs. We have done our part and God will yee ae 
miracle. Our lives are like a garden too. To have rich personalities we mus 
plant noble thoughts in our minds. To achieve success, we must sow the sec 
shige work, concentration, study, perseverance. If wo neglect our planting 
sho ee pee bigs Meg flowers of success and beauty do not blossom 
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CORRECT TYPEWRITING POSITION AND TECHNIQUE 
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Most typewriters are too low for comfortable 
working posture and effective control of the 
keyboard. The present height of 26 inches is 
not founded on any scientific basis but mere- 
ly evolved from the sewing machine stand 
which supported the first typewriter whose 
carriage was thrown by a foot treadle. 


Champion typists, for years, have typed on 
machines 30 inches from the floor. This 
enables the backs of the hands to conform 
comfortably with the slope of the keyboard 
and makes possible a clawing stroke, using 
the fingers only. This stroke is more accu- 
rate and speedy than the usual stroking 
position which involves motion of the entire 
arm. 


HOW. DOES 30" HEIGHT AFFECT TYPEWRITING SPEED? 
High speed results from releasing keys quidly 
Because the muiseles on the inside of the hand 
are 24 times faster than those on the outside 
of the hand, the fastest stroking motions are 
made with those muscles which pull the fin- 
gers back off the keys (clawing stroke). 
ao The raised typewriter facilitates the use of 
gravity in that it places the hands higher, 
Faulty Technique eliminating the upward motion required to get 
fingers off the keys. Raised position also 
encourages straight back: and relaxed shoul- 
ders, both of which reduce stiffness and 

fatigue. 
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Most typists work too hard at typewriting. 
Tests show that they use 14 to 17 POUNDS of 
energy on each stroke whereas only 13 to 17 
OUNCES of energy are required to stroke each 
key. Noiseless typewriters require only 
4 to 7 OUNCES per stroke. The raised type- 
writer allows’a typist to take advantage of 
this minimum amount of energy necessary to 
operate the keys 


Clawing Stroke 


It allows the fingers to work closer to the 
keyboard, thus reducing the possibility of 
slipping off the key and striking the wrong 
one. A more effective control of the fin- 
gers can be maintained when stroking motion 
is chiefly in the fingers and hands. 


SHOULD MY CHAIR BE ADJUSTED? 
Typist's chair should be adjusted so that 
feet just rest firmly on the floor to give 
the body support and balance for the car- 
riage throw. The difference between top of 
the chair seat and typewriter base should 
be about 12 inches. Move chair back-rest 


to fit small of the back. When properly 


adjusted, arms should almost parallel the 


slant of the keyboard. 


HOW CAN I MAKE MY TYPEWRITER THE CORRECT HEIGHT? 
Place the box illustrated under typewriter. 
It comes in three sizes to give you a 
choice of “working heights: — 2 inches. 
3 inches (average), and 4 inches, and in 
colors matching desk equipment (green, oak, 
walnut, mahogany, etc.).. Rubber stair treads 
are fastened to the bottom edges of the box 
to prevent it from sliding. The top surface 
is made of soundproofing material (homasote) 
to reduce noise. Bureaus may order type- 
writer boxes from the Public Buildings Admin-— 
istration, Carpenter Shop. Cost — about 
$1.00 each. 
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SELF-ANALYSIS SHEET 
(For checking my effectiveness as a County Extension secretary) 


How much do I know about Extension work and its objectives - how it differs from 
AAA, SCS, FSA, FCA and other agricultural agencies? 


Of what routine office details can I relieve the Agents? 


What is my part in keeping the services of the office available during regular 
office hours or when the Agents are absent? 


How do I show my interest and desire to help callers? 


What method do I use to remember callers! names so I can greet them when they 
repeat office calls? 


What do I do to keep the office looking neat and attractive, a fit place of 
business where the U. S. Department of Agriculture, the State Agricultural 
College and farm people moet? 


How do I keep a schedule of where the Agents are when out in the field? 

What method do I use for reminding myself of things which are to be done? 
What work can I do ahead of schedule? 

What rearrangement of the office can be made to make work Simpler and easier? 
How do I handle correspondence? Is this method effective? 

Do I have the necessary materials ready when called for dictation? 


Are my letters neat and well set-up? Do they compare favorably with those 
received from the college? 


M5 ae 


How do I utilize my time in order to improve my office skilis? 

Do ZL identify the office upon hatte Oe tolephone? 

How can my filing system be improved? 

What can I do to make tho writing of reports casier for the Agonts? 
What aro some of the ways to marke my typing casicr? 

Dost give ny Lypewr ber the preper caro? 

How can I improve my speed and accuracy in typing? In shorthand? 


fm T an efficient office manager? 


Extension Service 
January 1945 


